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Job Vacancy Announcement
Diné College-Department of Human Resources

PO Box 98

Tsaile, AZ 86556

928-724-6952/6603
Position Title:

CUSTODIAL SUPERVISOR

Vacancy Number:

004.TS12.CL
Location:


Operations & Maintenance, Tsaile, AZ 

Salary Classification:
Grade 08-$11.70-$14.63
Internal:
Open:

January 27, 2012


Closing:
February 17, 2012
External:
Open:

January 27, 2012


Closing:
February 17, 2012
Major Duties and Responsibilities:

· Administration:  Supervisor is responsible for communicating with all departments at the college; determines, recommends training needs for staff and prepares training schedules; will attend meetings and be a part of planning process that involve the custodial department; determines and recommends custodial equipment and supply needs;
· Supervisor will have daily briefings, must report any health and safety issues, schedules and monitors work performance of custodians, coordinates cleaning activities of custodial staff; adheres to college policies and procedures pertaining to disciplinary issues; evaluates custodial staff on a bi‑yearly basis; assigns cleaning details before and after special events; determines custodial work schedule; conducts daily inspections of custodial work areas and provide work checklist for custodial crew; submit work orders for items that need repair (doors and hardware, furniture, lights, faucets, equipment, etc.)
· Will have regular custodial duties and will work with the custodians that need assistance; sweep, mop and scrub floors, stairs, and other surfaces; use light and heavy (industrial type) floor machines and attachments; scrub, strip, wax and polish floors using powered scrubbers and buffers; vacuum carpets in offices and public areas; Adjust, clean and oil cleaners and scrubbers and change brushes, pads, rollers, buffers, and other attachments; remove, wash and replace venetian blinds and wash ceiling fixtures, using ladders and scaffolding; wash windows (interior & exterior); clean interior wall spaces by hand or w/ power washing machines, working on ladders and scaffolding as required; clean lavatories, toilet rooms, and restrooms; move heavy furniture, supplies and miscellaneous equipment as directed.
· Miscellaneous Duties: will work with inventory manager to ensure there are ample supplies; will oversee all custodial equipment; inventories cleaning supplies, orders supplies, and restocks custodial closets as needed; performs additional duties as assigned.

Minimum Qualifications:

Education:

· High School Diploma or GED. Some college courses desirable.
Experience:

· Must have at least two years supervisory experience. Must have custodial experience.
Other Skills:

· Ability to read, write, and follow oral and written instructions
· Bilingual (Navajo and English)-Not mandatory but desirable.
· Ability to communicate use two way radio
· Ability to operate small gas powered machinery if the situation calls for it (snow removal)       
Expectations:  

· Must have general custodial work experience.

· Must have thorough knowledge of all cleaning material, products, characteristics and uses.

· Promote efficient and safe use of all cleaning products.

· Familiarity with MSDS sheets.

· Must have a valid state issued driver’s license.

· Must be able to use desktop PC and familiar with MS Office Suite.

Physical Requirements:  

· Must be physically fit and be able to lift at least 75 pounds; must be able to work outside at times.
Work Environment: 

· A majority of the time employee is in doors, but it is a requirement for the employee to participate in various activities such as snow removal, school rodeos, graduation, trash pickup; and other activities that may require some lifting and moving of furniture.  
Operation of Equipment and/or Machinery: 

· Floor buffers, floor stripper, carpet extractor, battery operated power tools, snow blower, leaf blower, small ATV for campus use.

Language:

· Must be able to demonstrate a high degree of fluency in the speaking and writing of the English language. Oral fluency in Navajo is highly desirable but not mandatory. 
Conditions:
Pre‑employment policies as indicated in the Diné College Personnel Policies and Procedures Manual 300.01. Section F, for background verification, and 400.04, Section H.1., for substance abuse prevention.  400.02, Section A.1., sixty (60) workdays probationary period for nonsupervisory employees, and 400.02, Section A.2., probationary period 120 workdays for supervisors.

How to apply:
Please find all the information / documents needed to apply are on the website:  dhr@dinecollege.edu ~or~ http://www.dinecollege.edu
We do not accept FAX copies & incomplete packets.

Diné College gives preference to eligible and qualified applicants in accordance with the Navajo Preference in Employment Act (NPEA) and the Veterans' Preference.
